Designating/Removing a Full Signature Proxy in Web TPAX

Introduction This guide provides the procedures for designating/removing a full
signature proxy in Web TPAX.

Rules for Full A full signature proxy:
Signature e May submit a Travel Authorization/Settlement to an Authorizing
Proxy Official (AO).

e May NOT serve as both Proxy and AO.

e Must be designated by the member.

e Once set, member does not need to log into TPAX.
e The member is ultimately responsible.
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Designating a Full Signature Proxy

Introduction

This guide provides the procedures for designating a full signature proxy

in Web TPAX.
Procedures See below.
Step Action
1 Once logged into Web TPAX, click Profile and History.
seAR, CoASTIE T-PAX Inbox A
[Reservations] [Regulations] [Currency]
Profile and History » Create New » Tools » Help» Logout
| ToNo | Type of Request| start Date| £na Date| Category | Created By | Auth. orfiial|status | status Date [origin| Amve At| Request 10| Amount]
|
——
2 Click the Profile option.

BEAR, COASTIE

T-PAX Inbox

[Regulations] [Currency]

Continued on next page



Designating a Full Signature Proxy, Continued

Procedures,

continued

Step

Action

3

Click the T-PAX Info tab.

Credit Card Status:
Credit Card Num:

Service:

Organization:

[Holder of Govt. Credit Card v |

S

Coast Guard w

7947400

S Traveler Profile View:  Traveler
Last First Middle
ID: (9881045 “ Name: [BEAR | [coasTE | [T |
Personal  Address I T-PAX InfoI
* Employee Status:
* Grade/Rank: E4 v
Salutation: |:|
Position/Title: |:| Reg_Region:
Known Traveler Num: [ ] Emp_Class:
- : B
Security Clearance Emp_Cat |:|
* Secondary Status:
v Emp_Sub_Cat E—

Note: Required fields are marked
with a red asterisk (*).

‘ Save ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Designating a Full Signature Proxy, Continued

Procedures,
continued

Step

Action

4 Click the link to select the Full Signature Proxy.

Autherizing Official
Customer Service (Fully

Customer Service (Limited)

PR EIE Traveler Profile View:  Travelee
Last First Middle
ID: 9881045 * Name: [BEAR | [coasTiE | [T |
;
Perzonal  Addrsss  T-PAX Info
Miscellaneous Unit: Cost Center
Privileges Expiration Dates Expiration Dates

Adv. Signature Proxy

Unit Command

TRAX Administrator
Additional Information Expiration Dates
Default A0:  COASTIE, JO ANN
Full Signature Procgy: | Click to select Sig. Proxy
Note: Required fields are marked
Hck with a red asterisk (7). S G e

Continued on next page



Designating a Full Signature Proxy, Continued

Procedures,
continued

Step Action
5 Enter either the Employee ID or the Proxy’s Last Name then click Search.

—— )

Employee ID: Last Mame:
feaa1047 | | Search

Clear

Select Cancel

Once the Employee ID or Last Name Populates, click Select.

——— )

Employee ID: Last Mame:
lseam-w |MGDSE, MORRIS | g h

Clear

Cancel

Continued on next page



Designating a Full Signature Proxy, Continued

Procedures,

continued

Step

Action

6

The selected Full Signature Proxy will display. Enter an Expiration Date in
mm/dd/yy format. (Once entered, the system will convert it to mm/dd/yyyy.)

View: Travele

HEALICORSTIE Traveler Profile e ¢
Last First Middle
|D: 9881045 " Name: [BEAR | [coasTE | [T |
.

Personal  Address ~ T-PAX Info
Miscellaneous Unit: Cost Center
Privileges Expiration Dates Expiration Dates

Authorizing Official
Customer Service (Full)
Customer Service (Limited)

TRAX Administrator

Adv. Signature Prosy
Unit Command

Additional Information Expiration Dates

Default AQ:  COASTIE, JO ANN

Full Signature Proxy:  MOOSE, MORRIS :

Note: Required fields are marked
with a red asterisk (). S HEE [E3

Continued on next page



Designating a Full Signature Proxy, Continued

Procedures,
continued
Step Action
7 Click Save to return to the main page.
BEAR, COASTIE Traveler Profile U3 W=
Last First Middle
ID: 9881045 * Name: [BEAR |, [coAsTIE | [T |

Perzonal  Addrsss  T-PAX Info

Miscellaneous Unit: Cost Center

l:l Lock Login

Privileges Expiration Dates Expiration Dates
Autherizing Official Adv. Signature Proxy
Customer Service (Fully Unit Cammand

Customer Service (Limitad)

TRAX Administrator
Additional Information Expiration Dates
Default A0:  GOASTIE, JO ANM
Full Signature Proxy.  MOOSE, MORRIS 03312017
Note: Required fields are marked
Hack with a red asterisk (*). T i3

Note: The Expiration Date can be changed at any time. Simply edit the
Expiration Date field and click Save.




Removing a Full Signature Proxy

Introduction This guide provides the procedures for removing a full signature proxy in

Web TPAX.
Procedures See below.
Step Action
1 Once logged into Web TPAX, click Profile and History.
e s T-PAX Inbox el
[Reservations] [Regulations] [Currency]

Profile and History » Create New» Tools» Help »

Logout

| ToNo | Type of Request| start Date| £na Date| Category | Created By | Auth. orfiial|status | status Date [origin| Amve At| Request 10| Amount]

—

2 Click the Profile option.
BEAR, COASTIE j : : T-

PAX Inbox

[Regulations]

Profile and History » CreatE.New »
Profile . .
Sf‘iﬂm It Date| End Date | Category | Created By [Auth. Official

istory |

Tools» Help»

Continued on next page



Removing a Full Signhature Proxy, Continued

Procedures,

continued

Step

Action

3

Click the T-PAX Info tab.

Credit Card Status:
Credit Card Num:

Service:

Organization:

[Holder of Govt. Credit Card v |

S

Coast Guard w

7947400

S Traveler Profile View:  Traveler
Last First Middle
ID: (9881045 “ Name: [BEAR | [coasTE | [T |
Personal  Address I T-PAX InfoI
* Employee Status:
* Grade/Rank: E4 v
Salutation: |:|
Position/Title: |:| Reg_Region:
Known Traveler Num: [ ] Emp_Class:
- : B
Security Clearance Emp_Cat |:|
* Secondary Status:
v Emp_Sub_Cat E—

Note: Required fields are marked
with a red asterisk (*).

‘ Save ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Removing a Full Signhature Proxy, Continued

Procedures,
continued
Step Action
4 To remove, click the Full Signature Proxy name.
PR EIE Traveler Profile View:  Travelee
Last First Middle
ID: 9881045 * Name: [BEAR | [coasTiE | [T |
Perzonal  Addrsss  T-PAX Info
Miscellaneous Unit: Cost Center
l:l Lock Login
Privileges Expiration Dates Expiration Dates
Autherizing Official Adv. Signaturs Proxy
Customer Servics (Full) Unit Command
Customer Service (Limited)
TRAX Administrator
Additional Information Expiration Dates
Default A0:  GOASTIE, JO ANM
Full Signature Proxy: | MOOSE, MORRIS
Note: Required fields are marked ]
FaE with a red asterisk (7). save ‘ | Cancel ‘ | Fielp |

Continued on next page



Removing a Full Signhature Proxy, Continued

Procedures,
continued
Step Action
5 Click Clear.
Employee 1D Last Mame:
|9981047 [MOOSE, MORRIS Search
Clear
Select Cancel

Once the information is wiped out, click Select.

Employee ID: Last Mame:

Select Cancel

Clear

Continued on next page



Removing a Full Signhature Proxy, Continued

Procedures,
continued

Step

Action

6 The Full Signature Proxy has been removed. Click Save to return to the main

page.

BEAR, COASTIE

Traveler Profile

View: Traveler

Authorizing Official
Customer Service (Full)

Customer Service (Limitad)

Last First Middle
ID: 9981045 " Name: [BEAR | [cossTE | [ |
.
Personal  Address  T-PAX Info
Miscellaneous Unit: Cost Center
l:l « Lotk Login
Privileges Expiration Dates

Expiration Dates

Adv. Signature Proxy

Unit Command

TRAX Adminisirator
Additional Information Expiration Dates
Default A0:  COASTIE, JO ANN
— Note: Required fields are marked

with a red asterisk (7).

Save ‘ Cancel ‘ | Help ‘




